SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 10/ 20/ 15 CLCSI NG DATE: 10/29/15 (4:30 PM
SCDC | NTERNAL TI TLE: CANTEEN MGR |V SCDC POSI TI ON #: 018093

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  TURBEVI LLE CORRECTI ONAL | NSTI TUTI ON, TURBEVI LLE ( CLARENDON) LEVEL 2

STATE JOB TI TLE: ADM NI STRATI VE COORD | STATE JOB CLASS: AH10
BAND: 05 SALARY RANGE $ 031805 - $ 058848 SPECI AL | NCENTI VE: NO
LEVEL: C SALARY RANGE $ 034405 - $ 054446 SCEIS POSITION #: 61022512

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA AND RELEVANT EXPERI ENCE | N BUSI NESS
MANAGEMENT, PUBLI C ADM NI STRATI ON, OR ADM NI STRATI VE
SERVI CES OR A BACHELOR S DEGREE MAY BE SUBSTI TUTED FOR
THE REQUI RED WWORK EXPERI ENCE.

AGENCY PREFERRED QUALI FI CATI ONS:

SI X YEARS RETAI L EXPERI ENCE ( PREFERABLY GROCERY RETAIL) WTH M NI MUM
OF TWO YEARS AS A MANAGER OR ASSI STANT MANAGER.  REQUI RES

EXPERI ENCE | N ACCOUNTI NG MERCHANDI SI NG, | NVENTORYI NG, LGsS

PREVENTI ON, ORDERI NG AND PERSONAL COMWPUTERS.

DESCRI PTI ON OF DUTI ES:

I NTERVI EW5, HI RES, AND TERM NATES ALL | NVATE CANTEEN EMPLOYEES.
SUPERVI SI ON OF ALL CANTEEN PERSONNEL, CI VI LI AN AND | NVATE. SUPERVI SES
SALES TRANSACTI ONS THROUGH THE AUTOVATED | NVENTORY SYSTEM (Al S)

AND ENSURES ALL ADJUSTMENTS TO THE | NVENTORY | NTO Al'S AND SCEI S.

MAI NTAI' NS PROCEDURE TO ENSURE PROPER REQUI SI TI ONI NG RECEI PT AND
STORAGE OF ALL CANTEEN | TEMS. ENSURES THAT PCLI CY AND SECURI TY
PROCEDURES ARE FOLLOWED TO PREVENT LOSS OF CANTEEN SALES, MERCHANDI SE
AND EQUI PMENT. FOLLOWS ESTABLI SHED PROCEDURES TO ENSURE ROTATI ON OF
STOCK AND MAI NTAI N PROPER | NVENTORY LEVELS. SUPERVI SES THE SANI TATI ON
OF EQUI PMENT AND MERCHANDI SE TO ENSURE ACA STANDARDS ARE MAI NTAI NED.
SUPERVI SES THE DAI LY REPORTI NG OF SALES AND RECEI PTS AND ENSURI NG
THAT THEY ARE ACCURATE.

COMVENTS:

MUST ATTEND SCDC BASI C TRAI NI NG
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